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1. GENERAL

1.1. BROWSER REQUIREMENTS
e Internet Explorer® 6.0+

e Firefox® 2.0+
e Safari® 1.2+

1.2. TECHNICAL SUPPORT

If you have any questions, please contact eMetric at 877-829-7769.

2. HOME PAGE

2.1. GETTING STARTED

Upon logging in to TestBuilder, the user will see a Home Page similar to the following:

Programs Forms Standards
Programs

Your current active program is: (wview all)

Forms

You have 12 forms in the program.

View my Forms (12) | Create Form

ltems

There are 24 items in the program.

View my ltems (24) | Create ltem

The Home Page is an overview of the user’s Programs, Forms, and Items. The active program can be
changed by utilizing the drop down box in the top right corner called “Active Program.”

The n will return the user to the main assessment portal. The H will return the user the Home Page
at any time.



3. PROGRAMS

3.1. GETTING STARTED

The Programs tab allows the user to view summaries of existing programs. Note that some users will not
have access to the EOC program. District users and above will have access, while school level users,

ESA, ESATC, and below do not.

Programs
Formative
24 items 12 forms b tests

Standard Groups
Common Core Standards
South Dakota Standards

Standards

EOC

14694 items ¥ forms 3 tests

Standard Groups

South Dakota EOC Standards
Unaligned ltem Standards
South Dakota Standards



4. ITEMS

4.1. GETTING STARTED

The Items tab provides the user with a list of all existing items.

ltems Create ltem

Standard: Any Standerd | Choose a Standard Group: | All Groups El
Search for ltem: Go Page |1 of 1 Sort by: | Name (A-Z) El
Name Stem Preview Options
ftem 1 Testing for adding item name validation Y
ftem 2 Mr. Martinez gave his class its weekly reading assignment on Monday. By Wednesda... £
ttem 3 What iz the value of v in the following equation? £ 8,
ftem 4 The graph of a function iz shown below .What is the value of y when x iz -17 !
tem S Mai earns a salary of 3200 per week plus an additional 5% commission on her sale... £
tem & George and his family drove approximately 228 miles on 10 gallons of gas. Which ... -
tem ¥ Stephanie bought a bazketball on =ale for 15, which was off the original price... Y



A. CREATING AN ITEM

To create a new item, follow these steps:

1. Click the “Create Item” button at the top of the page.
Create |tem Items = Creste ltem

Name & Description
Stimulus

Name: Mew Multiple Choice tem

Mo stimulus has been added for this item. Description:
Click here to add ane.

Stem

Standard = Adda Standard

None

Tools

Response Type: | Multiple Choice [+ h

Anzwer Choice: 4 This response is a correct answer.  Delete LayOUt
Responses location:| to the right El
Stimulus takes up 50% of screen El
Between them there| is a divider El
Privacy
Answer Choice: & This response is not a correct answer. Delete =
@ private
) shared
Save Preview Cancel

Add Answer Chaice

2. Click the outlined box below “Stimulus” to add a stimulus for the item. A stimulus allows you to
create an item that uses a similar prompt for several items or to add additional information to
one item.

Stimulus

Mo stimulus has been added for this item.
Click here to add one.



3. Users can select whether they want to “Create a Stimulus” or “Use an existing Stimulus” by
utilizing the radio buttons under “Stimulus Options.”

Stimulus Options:

@ Create a Stimulus
) Use an existing Stimulus

4. If the user opts to create a stimulus, they will fill out the corresponding “Name” and “Content”
boxes to the right of the page. Users will also decide whether the stimulus can only be used for
this item or if the stimulus can be used for any item by utilizing the “Properties” radio buttons.
Click “Save.”

Stimulus Content:

Name:
New Stimulus

Properties:

©@This Stimulus can only be used for this item.
O This Stimulus can be used for any item.
Content:

Font family = Fontsize - | B 7 U xX. = 48
= = |~ @ |A--|2 |0
H | | | |



If the user opts to use an existing stimulus, they will be provided with a list to choose from. Users
can click on a stimulus from the list and they will be redirected to a page in which they can edit
the existing stimulus to fit their criteria. When satisfied with the stimulus, click “Save.”

Stimulus Content:

Choose an existing Stimulus:
Page |1 of 2275  Mext

... Juvenile sentencing that is too harsh will mess youth up physically and
emotionally, especially if youth are punished by being put into prisons with grown
men and women. The government is kicking kids out of society instead of helping
them change their behavior and giving them a second chance. . .. The maney
spent on sending juveniles to prison and building more prisons should be used to
start up programs that involve kids talking about issues that concern them, building

m

... Juvenile sentencing that is too harsh will mess youth up physically and
emotionally, especially if youth are punished by being put into prisons with grown
men and women. The government is kicking kids out of society instead of helping
them change their behavior and giving them a second chance. . . . The money
spent on sending juveniles to prison and building more prisons should be used to
start up programs that involve kids talking about issues that concern them, building

m

6. Click the box below “Stem” and type the stem into the text box. Users may change the font, size,
and properties of the text. Click outside of the box or press Shift+Enter to save the changes and

close the editor.

Font family = Fontsize | B I U x, x a8
" o b 2 =
| | =0 B | A-27- |3 |0
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—. 1
s—" 3
a— 3

Click outside, or press Shift+Enter to save changes and close the editor. F‘
mMESpoTsE



Add answer choices by clicking the “Add Answer Choice” button below “Response.” Specify if
each answer choice is the right or wrong answer by clicking the red or green text at the top of

the box.
Response Type:| Multiple Choice [
Answer Choice: £# This response is a correct answer. Delete
Answer Choice: & This response is not a correct answer. Delete

Add Answer Choice
8. Name the item and enter a brief description.

Name & Description
Name: Mew Multiple Choice tem

Description:

9. Select a Standard by clicking the “Add a Standard” button.
Standards

= Common Core Standards
Common Core Standards
Standard

= Eneglizh Language Arts
# FLA CC

¥ Mathematics Description:

* South Dakota Standards This standard does not have anv description.

10.



Select Tools to be available on the test.

Tools

[¥] Protractor

["] Ruler

[] calculator

11. Customize the item layout by utilizing the “Responses location,” “Stimulus takes up,” and

“Between them there” drop down boxes.

Layout

Rezponszes location:| to the right El
Stimulus takes up 30% of screen El
Between them there| is a divider El

12. Set the item as “Private” or “Shared.” “Private” items are viewable only by the creator, “Shared”
items are viewable by everyone. Click “Save,” “Preview,” or “Cancel.” If the user sets the item to
“Shared,” a check list will pop up. The user specifies who should have access to the item by
selecting the empty checkbox next to that user/school/district name.

Privacy
@ Pprivate
Shared
Save Preview Cancel
4.2. ADVANCED FEATURES
Standard: Any Standard Choose a standard Group: | All Groups El
Search for ltem: Go Page |1 of 2 Mext Sort by: | Name (Z-4) El

e Search for an item in the Items tab by typing the item name or ID into the “Search for Item” text
box. Click “Go.”

e Jump to a specific page by typing the desired page number in the “Page” text box and hitting
the Enter key on the keyboard.

e Change the standard by clicking the “Choose a Standard” button.



Specify a group of items by utilizing the “Groups” drop down box.

Group: | All Groups

District Formative [tem Bank-Cyber Falls

District Formative [tem Bank-Cyber Valley

District Formative [tem Bank-Rapid City Area Schools 51-4
District Formative [tem Bank-Siouwx Falls

Langusge Arts-State

Wath-State

% iz 50% | Personal ltem Bank-sdmin

Personal [tem Bank-Adriznneluradds

Perzonal [tem Bank-AlonzoErickad4d

Personal [tem Bank-Auto Loaded

Perzonal [tem Bank-cstate

Personal [tem Bank-dbm

Personal [tem Bank-DTC-E8EEE

Personal [tem Bank-DTC-59550

Perzonzl [tem Bank-dteacher

Personal Item Bank-Gilbertoldarcus447

Personal [tem Bank-KentEduardoddd

Personsl [tem Bank-KristineJermy447 AT

-
District Formative [tem Bank-Cyber City |:

Sort the items by utilizing the “Sort by” drop down box.

Sort by: | Mame {(A-Z) =
Mame [A-Z)

Mame {Z-4)

Last Medified {Oldest First)

Last Medified {Newest First)

A
Preview an item by hovering the mouse over the % icon in the “Options” column. A Preview
box will pop up similar to the following:
[tem 268284: =
0 Thiz iz & guick preview onfy. Layout zetfings and foolz are not reflected. |
Testing for adding item name validation
pi
nn '
(A) Yes p
= i
(B> No
i




e Edit an item by clicking the £ icon in the “Options” column.

Editing  items > Edit 1tem

Stimulus

Mo stimulus has been added for this item.
Click here to add one.

Stem

Testing for adding item name validation

Response Type:| Multiple Choice [=]

Answer Choice: & This response is a correct answer.  Delete
Yes

Answer Choice: & This response is not a correct answer.  Delete
No
Add Answer Choice

Name & Description

Name:

Dvescription:

Standard = Addastandard

W OSKLAL

Tools
]
]

Layout
Responzes location:| to the right E|

Stimulus takes up 0% of screen El

Between them there| is a divider

Privacy

@ private
© shared

Save Preview Cancel



5. FORMS

5.1. GETTING STARTED

Users must create a form before they can be added to a test. A form is a collection of items grouped
into “Sessions” and “Sections.” The Forms tab allows users to create, edit, or delete forms.

Forms Create Form

Standard: | All Standards and Content Areas in Formative Frogram El

Page |1 of 1
MName Description Length Security Options
CC Form 1 Private £
Testing form creation 8.29 Can | add form directions and a formula sheet? 1 Private £
math_form 3 Private £ e
SS Formi 4 Private £ e P

A. CREATING A FORM

To create a new form, click the “Create Form” button in the “Forms” box and follow these steps:

Create Form  Foms = create Form

Name: Mew Form

Description:

Standards: Commen Core StandardsEl

Content Area: English LanguageArtsE

ltems in this Form: | +sesion

Session 1
Mo directions included. Click here to edit directions.
+ Section X
& Section 1 0items + Items X
Save Form Save Form and Create New Test Cancel

1. Name the form by typing the form name into the “Name” text box.

2. Provide a description of the form in the “Description” text box.

12



3. Select the standards by utilizing the “Standards” drop down box.

Standards:

Common Core Standards IEI

Content Area: Common Core Standards
South Dakota Standards

4. Select the content area by utilizing the drop down box next to “Content Area.”

AT el b P LU ] U |

D et Englizh Language Arts El

Englizh Language Arts

ltems in this F( Mathematics
. . L + Session . .
5. Add the appropriate number of sessions by clicking the button to the right of “ltems in
this Form.”
ltems in this Form: | +session
SBSSiD"_ L % Mo directions included. Click here to edit directions.
o # Section 1 oitems P .
+ Section

6. Add sections to a session by clicking the button below the session name.

i

7. Rename or delete a session by utilizing the * and ” buttons.

+ ILEMS

8. Add items to each section by clicking the button in the “Session Directions” box.
Mo directions included. Click here to edit directions.
& Section 1 oiems sitems | F X

13



9. Clicking the ST putton wil pull up an item menu. Select the appropriate items. (Note:
Once the user clicks on an item, it will automatically be added to the section.)

Page 1 of 1 Sort by: =

b All Groups

Go
Standard: English Language Arts  Choose a Strand
Hame Stem Preview !
m

Mew Multiple Choice  Testing for today...
tem

10. Use the search tools at the top of the item menu to jump to another page, sort by, or search for
items. Once the user is finished adding items, click the “X” in the top right corner of the items
menu to return to the “Create Form” page.

11. Rename or delete a session by utilizing the “ and * buttons.

LLINT3

12. Click “Save Form,” “Save Form and Create New Test,” or “Cancel.”

Save Form Save Form and Create Hew Test Cancel

5.2. ADVANCED FEATURES

e Users can select to edit, preview, or create a test from an existing form by clicking the K

buttons in the corresponding “Options” column of the “Forms” box.

o Select the appropriate standards from the “Standard” drop down box.

Standard: | All Standards and Content Areas in Formative Program El

e Jump to another page utilizing the “Page” text box.

Page 1 of 1

14



6. TESTS

6.1. GETTING STARTED

A test is a collection of previously created forms. The Tests tab allows the user to create, edit or publish a
test.

Tests Create Test

Standard: | All Standards and Content Areas in Formative Program El

Page |1 of 1
Name Description Length Options
Test: Algebra Form 1 Forms L5

A. CREATING A TEST

Users can select to edit © or publish ' an existing test by clicking the corresponding buttons in the
“Options” column of the “Tests” box.

To create a new test, click the “Create Test” button in the “Tests” box and follow these steps:

Create Test Tests > creste Test

MName:

Description:

Standards: Common Core StandardsEl
Content Area: Englizh LanguageArtsEl

Forms in this Test: Add Existing Form
Mo forms have been added.

Cave Cancel

1. Name the test by typing the test name into the “Name” text box.

2. Provide a description of the test in the “Description” text box.

Specify the appropriate “Standards” and “Content Area” by utilizing the drop down boxes.
4. Add forms to the test by clicking the blue “Add Existing Form” button.

15



5. Select a form from the list of existing forms by clicking on it. Forms that are clicked on will
automatically be added to the test.

VAie TE

Page 1 of 1 19

MName Description

vb form
v test form 1

B Form 2

6. To delete an added form, click the # button.
Forms in this Test: Add Existing Form

Algebra Form X
7. Click “Save” to save the test or “Cancel” to delete the test and any changes made.

7. STANDARDS

The Standards tab allows the user to see the strand type, whether the standard is alignable, and a
description of each standard. Standards include Common Core, South Dakota Content Standards, and
End-of-Course standards. To view the strand type, alignability, and description for a standard, the user
simply clicks on the plus (+) or minus (-) signs on the Standards menu to collapse or expand a subject
area.

Standards

= Common Core Standards
# English Language Arts Common Core Standards
& [athematics Standard

¥ South Dakota Standards L
Description:

This standard does not have any description.

16



Clicking on a standard will provide the user with a standard overview similar to the following:

ELA.CC

Standard Type Mot Alignable

Description:
ELA | Grade-Specific Standards

8. DEFINITION OF TERMS

e Test: Atestis a collection of previously created forms. You must create a form before you can
add them to a test.

e Form: Aform is a collection of items grouped into Sessions and Sections.

17
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